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READABILITY OF OPYiCE MHOHANDA

Lo introduction

This stady describes osrtain orgamisational
and format festuwres which maks memexanda easisr to
reads It is deaigned to assist CIA staff mambers
in the preparation of resdsble memwrends by sxpreen-
ing the resder's noiut of view, It oonferws in
format to the principles it sets forth,

TI. Impertance of Organisation

Most people can read reasonsbly legible primt
at ratss of seversl thowsand words per simte, Xven
cotle material e¢an be sccurately scamned wt 1,000
worde per minute, while SO0 words per ainute is a
rapid rata for thorough understanding of clsarly
printed written irformation,

Poor mxuuon of idess retards reading
3 en w £ s fw y

mere readily then s pecrly~argunised,
doormant,

To be wall orgamixzed, a typswritien maausgript
must have a cleerly stated purposs, with an ssount
of background iaformation sulteble %o the purposs
and rosder, Faols, evidents, ad opinious are
arrainged in s oxderly pattem, for wxesples tlme-
soquence,; problam~solution, cause-affect, or
opivion-ressons, Sentences and paregraphs are
short, elmpls, snd direct, Voorbulary iz simple,
and tegimical jarpon is avoided, Condiwsions arw
sxplicitly formlated,

“&l;mt mpt ve judiclously adepted w.orm-
124 # sdbhject mattor. Iuportant ssoticns are

e
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resdadle type faces, Sinos small varistiiems in
other type fades do not affect readsdbility, it s
among the different kinds of Yypewriters. Sews
of the format eharacteristics which affecd .
readability of typewritten material sres
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e Paraprash spacing and identation, ara=
graph indantation and apsolng Letwsen paraygraphs
1ncresss roading rate suvstantially by separating
thought unlte, Researol indicates that reading
sss0 is incroased by indentation, tut no evidence
18 aveilable as to the best amount of indentation
Cor typevwrlter print.

Parasraph nunberins fecilitates cross referennce,
out there is no evidence thst it increases resding
reate or comprehension.

5, Line spscing, Singlsespsced mamuscripts
appesr tc ba as eanily resd as double-spaced mami-
geripta,

“ma proup «f ‘rency amployess read a single-
wpasad test at an average rate of 267 words psr
ingte nd angwerad 13 of 20 questlons correctly.
1 comparable group road the sams selaction in
Acuble-spaced form at an averago rate of 275 words
pey mimite and answered 13 of 20 questions core
ractly. The differance of § words per minute ia
yery small.

9, Foldness, Type "boldnsss" refers to both
its heaviness and its darkness.  Neither very bold
nor very light type is as readabls as {ype of
necdium holdness., Hedium typewriter ribbons should
he usad, rathsr than heavy or 14ght ribbons,

7. Color schemes. black print on white or
orean paper 18 the rosi resdable celor combination,
hecause it provides maismum oonitragt.

1Va goncluaiom

If writers spply the principles suggested
above, memoranda will be more resdabls,

Further resesarch needs to bte done on line
length, variations in typswriter print faces, and
srranisationel principles,
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